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CRGANIZATION AND FUWNCTICNS - CFFICE CF THF DEPUTY

JRE SUPPORT) ‘
25X1A W‘OFFICE CF PERECNNEL !
(2) FUNCTIONS
(a) Develop and recommend policies, practices, oroced- .
ures, and standards for governing versonnel
administration in the Agency, and verform review
anc evaluative functions connected therewith.

(b) Advise and assist Heads of Career Services and
Operating Officials on matters of nersonnel

administraticn,
(¢) <onduct research and make statistical and analytical RED: Makes periodic statistical reports to
‘ studies pertinent to Agency nersonnel management. Heads of Career Services and Cperating

Officials teo assist them in planning,
directing, and controlling personnel
management activities,

(d) Provide a channel between the CIA Carecr Council
and the several Career Services for the inter- e
change of information, guidance, problems, and Loe e
internretations; review and evaluate the activities :
of individual Career Services to detemine

compliance with the intents and »nurposes of the PRI Y .
Council and to make recommendations to the Council 070%}‘[&7/””; e ()l3-’3_?
as indicated. ol YR [T A

(e) Provide secretariat services and administrative POD: A Svecial Assisient to C/POD for Career
supnort. to the CIA Career Council, the Personnel Management provides staff support to

{ Development Board, the Supergrade Review Board, the D/Pers in prevaration of emplovee

Agency Retirement Board, and the Honor and Merit biogranhic data for discussion at meetings
Awards Board, cf the committece.

(f) Procure new nersonnel through a syster of nationwide POD: Field Recruitmert Branch: As indicated
recruitment, including initial evaluation and by staffing pattern, conducts all field
eventual appointment, reécruitment (both professicnal and

clerical) in response to requirements
levied on the Uffice of Personnel by the
operating comnonents of the DDI, DDS, DDP.

Departmental Hecruitment branch: Inter-
views and screens walk-in candidates in
the Washington area,
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(g) Make all initial assignments of versonnel and PODs Career fervices Suv-ort Eranch: Hespon-
reassignments that may require central assistance, sible for direct, close liaison with the
coordination, and control; and overate a system various Carser Service elements of the
for holding new personnel for eventual assignment, DDI and the DDS for the nurposes of

suonorting them in transmittal of their
recruitment requests to the Field Recruit-
ment Branch and screening and initial
selection of the new professional
anpeintees as well as providing assistance
and guidance in the rotation, development,
and utilization of "on-board" personnel.
Certain members of this staff are delegated-
the authority to administer the Oath of
Uffice to new nrofessional appointees and
handle the responsivilities of induction
process, Perscnnel representatives of
this component are delegated authority
from D/Pers to aporeve requests for
personnel actions (appointments,
reassignments, and promotions) up to grade
GS-1l level.

Clerical Assignment Eranch;: Responsible
for the nrocessing and entrance on duty
(including administration of the Oath of
Office), as well as selection of initial
essignment of clerical employees within
the Ageuncy at large. In addition, this
Branch administers and supervises the
clerical pool (a holding area for
provisionally cleared clerical employees)
which range in size from 50 to 350
individuals, depending on the season of
the year. This Branch also administers
the Agency Summer Emoloyee Program,

(h) Advise and assist sunervisors, Heads of Career
Services, and other Agency officials with regard
to the handling of formal disciplinary actions;
revicw and make recomiendation:s when involuntary

senarations are contemplated; and process all
6: CIA-RDPMROOO300040002-7
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separation actions.
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ORGANIZATION AND FUNCTIONS(Cont'd)

(1)

(k)

(1)

Authenticate official nersonnel action documents
and maintain official records and a reporting
service pertinent to the personnel activity of the
Agency,

Provide liaisen with the Denarment of Defense,

Cbtain the assignment of necessary militarv
nersonnel, orovide administrative supoort to such
nersons while on detail to the Agency, monitor the
reserve activities and training of Agency
civilians affiliated with the reserve orograms of
the armed services, and nrovide guidance and
assistance in sunvort of A~ency versonrel
mobilization planning,

HMaintain liaison with the Civil Cervice Commission

and other agencies to facilitate Agency participa-
tien in aporopriate external personnel programs
and activities provided for Federal eaployees,

Provide position evalnation, wage adninistration,
and comprehensive position stgndards.

KRED:

RED:

oy

_— SR
SUTEE R VLN N

Makes veriodic statisticzl reports to the
Heads «f Cereer Services ang Crerating
Cfficials to assist them in planning,
directing, and cortrolling personnel
management nrograms,

SHD furnishes a guarterly list of All
Agency reservists to M¥PD,

This activity involves the orderly
grouoing of vositions by title, occupa-
tional code, and level of responsibility
and complexity, It includes the following:
(1) Position Audits

2) ?Preoaration of nosibion descriptiens,

3) Comparismn with existing positions,

L) Comparison with other Goverrment
pesitions and Livil Service
Commission standards, where
aporopriate.

(5) Conduct of surveys (headquarters and
field) covering positions in
individual comporents or Agency-wide,

(A) Determination of grade, code and
level,

(7) For supergrade nesitions, recommend
action to fupergrade heview Soard,
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ORGANIZATION AND FUNCTIONS (CONT'D)
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Prepare individual conitracts when versonal services
are obtained through contractual relationships, and

execute contractual agreements for the covert
supnort of cnerations.

Establish snecial monetary allowances and differ-
entials for overseas nersunnel as required,

Adrminister the Agency ‘uggestion Awards Program,

Ahdminister the Agency overseas medical benefits
orogram and exercise the authorities orovided the
hgency by the Missing Persons Act, as amended.

Provide additional services of common concern,
including: a »rocessing service, in cooperation
with other suprcsrt compenents, to assist versonnel
performing official travel; insurance programs for
Agency personnel; a counseling service extending
to assistance in out-placement, retirement, and
other vpersonnel matters; and supervision and
guidance to the Agency Credit Union,

L
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BED:

P0D:

RED:

Ccunseling: At the present time, overall
responsibilily for employee counseling

is assigned to LR but in practice it is
conducted in many places throughout the
Agency. Within the Uffice of Perscnnel
P0D counsels on retirement and outplace-
ment, The Cffice of Security zowmzekxfx
nrovides counseling service as does the IG.
(ut-TMacement: This office nrovides
assistance to separatees from hgency
employment in finding employment in cther
governmental agencies or private industry.

Central Processing branch is the central
distribution noint for Agency travel orders
Upon receipt of a travel order the
traveler is advirced by telephone of the
assistance available and invited to avail
himself ¢f the service., Assistance
involves salary, allowances, per diem,
insursnce, ceservations, tickets, baggage,
household effects, automobiles, passports,
cover orders, visas, identity cards, etc,
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